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PLANNING AND ANALYSIS STAFF

Responsible for planuing and directing the development and co-
ordination of recommendations conceranlng Agency personnel polisy,
progrem objectives, standards and procedures, including the develop-
ment of appropriazte regulatory issuances; the development and coordina-
tlon of recommendations concsraing pelicies snd proceduves on manpower
requirenents in support of the Agency's long-range mission and of its
mobilizatlon and operations in time of national emergensy; the develope
ment of an Agency personnel reserve programj the preparation, analysis
and presentation of comprehensive persomnel statistical reports; and
the continuvous review of the current affectiveness of persornel
prograns and activitizss in hesdquarters and in the field.

Anslysis Bransh

- Recponsible for the continuous review of the current affectivensss
of persemnel programs snd activitles in headquerters and in the fisld;
analyzes indlvidual persmmel programs and the operations of personnel
components esteblished outside the Office of Personnel to evaluate thoir
effectiveness and conformance to current policles and procedures;
evaluates the effectiveness of personnel services to field agtivities;
directs and coordinates the activities of teams of persommel speclalists
organized to review and inspect persomnel programs end activities and
formulates recommendations for their improvement.

Mobilization Pianning Branch

Responsible for the development and coordination of recommendstionsz
concerning Agency policies and procedures on manpower requirements in
support of the Agency'’s long-range mission and of its mobiligation and
operations in time of natlionel emergency; provides policy guidsnce and
advice to operating officlals on personnsl resowrces; procurenernt and
utilization in connection with mobiligabions reviews and evaluates
phased personnsl requirements recommended by cperating components to
insure procsurement feasibility and espabllities consistent with natlonal
manpower resourcesy and coordinstes within CIA persomnel matters per-
taining to requirements, distribution and priorities fer implementing
mobilization and emergency plans.
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Bagponsible for the development of a CIA Personnel Feserve
Progrsm which will provide a reliable sourge of readily accessible
manporer for use when and as neesded hy the Agenayy malutains aporo-
mrdate information about militayy reservisis snd non-reservists who
have speclal education, experlence or traluing which could be
whillzsd by the hgency In o military or eivilien capecity in the
national Interest.

Flans Hranch

2 I E W A 1 4

Fospongible for the dovelopment spd coordivation of recommsnda-
tlons concernlng Asenty personnel policy, propram objectlves, stendards
snd progesdures, and for the preparation of avspropriate Agency and
internsl Olflce of Persoymel regulatory issuances implencriting mwch
recamendations: revisws studies, reports ani otber materials which
invelve the estazblishiaent of parsemmsl policy or pregedenis or the
#pplication or interpretation of approved or pending regaistions and
prosedures , gtatutory and regulatory issuances, proposed Fadersl
peraomnel iegislsation and personnel mapagensnot practices in government
and irdustyy in order to evaluate tholr applicabllity to Agency per-
somnel objectives and activitiesy conducts tie records mmisgemant and
Torms conbrol programs within the Office of Persormel ccordinates the
revies witldp the Of£0ice of Personnel of regulatory propossals iniltiated
in other Agency coppoaamtsg nelotaing £iles am) reference msterials
rervinent to the above activities.

Hhabistical Reporting Bpanch

Raoponsible for the preparstion, emalysis and presentation of
somprehsnsive personnsl slatistiesl reports and dada vertaining to
the Ageney's current T/0 positions, strength, cailings, geade dige
tribution, eeparations and resigpatlons, rsassigmuents, turnover rates,
pravotlons and sush other persomnel reports and statistical data
regquired or requosted by authorized Agency officials.
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PECIAL CONFRACTONE., ALLOWANGSS AND PROCESSING STAFF

smspondible for recommending mimy standayrds governing Ageucy
3 for personal swmﬁ:eg and cariein other specisl conbracts
sirved in support of covert operotionsy foir preparing and exsguting
onbrsctas for the raview of 311 field contrects submltted to
shorsy for the complete persornal processing of all Steff

g mc*lxﬁwp prevaviaiion of Lntters of Appcintmesnt; for pree

w Lokters of Autborizaticn for militery detailsy for recume

s %zfgv palicy <3%&nd&r¢ for speelal sliowances snd for granting

aod reviswing 813 such anllowances,
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PERSOIMEL PROCUREMENT DIVISI ON

Responzible for providing a program of persomel procurement
services including planning, coordinating and diresting programs
for developing, locating and drawing upon sources of personnel to
keep the Agenecy adequntely staffeds participates in the development
¢f over-all perscnnel policies, procedures, standards snd regulationsy
maiutaing effective relationships with other componsints of the 0ffice
of Personnel and opersting officials to be continually informed of
current and anticipated persomnel requirements and of current
roguisitions for personnsl, :

Clerical Reecruitment Bramh

Responslible for operating a program for the recruitment of
persounel to meet Agency clerical neads, '

Depertmentel Recruitmsut Branch

Responsible for éperating & program to interview and sereen
applicants applying locaelly for Agengy euployment. '

Speeinliged Reerultmwent Branch

fissponeible for cperating a progrem for the recrultument of
perzonnel. to meet Agency speelalized, technical or covert nseds,
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PLACEMENT AND UTILIZATION DIVISION

Responsible for a comproheneive program of initial porscnnel
sslection and lnmservice assignmenty participates in the development
of over-all personnel polieles, procedures, standards and regulationsg
assiste and advises operating officials eoncerning persomel utilive- -
tion and/devolomment inciuding agsipgnment, rotation, ovalvation and
promotions revisws and approves personnel actions in conformance with
Agency policles and regulations,

Placement Braneh

Nesponsible for operating a comprshensive personnel gelection
and in-service placoment and utilizaticn program within the Agency.
Approves perseounel actions in conformence with Agsncy policiss snd
rogulations, :

Tosting snd Evaluaiion Branoh

Sesponsible for conducting a program of proficiency and sptitude
testing snd avaluation with the exception of those services which are
the specific responsibilitics of the Agzessment and Evaluations Staff,
Oifice of Training, and including the selecting, devising and =
velldating of tests and other techniques to indicste aptitudes,
krowledges, skills, gbilities, intevests and personality traitsg
asssiste In the development of spaciile tssts designeted to determine
whether an individual satisfactorily completes preseribed courges of
tredning. . .

Control Brangh

Responaible for maintaining the Divizion's control of applicent
and employes files; receives and distributes all incoming meil for
the Divisions mointaings the Requisition Inmventory, recoiving &ll
Recrultment Requests and distributing them to appropriate Placcment
Officers for necessary actiong when outeide recrultment becomes v
negessary, translates Reeruitment Requests into Requisition Inventory
ecards for Persounsl Procurement Divigiony codes Applicent and Eme
ployee Qualifieations and maintains Qualifications Reglsters for
each for use in the placsment program of the Divigion, '

Interin Assicnwent Drench

Rosponsible for operating a program for holding clericai«type
persomnel. pending their final clesrsnce and demonstrated proficiency
for subsequent assignwent to operating componentsy slsc holds '
profeselonsl~type parscnnel on provisional clearance whon LEeteSSary.
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Approved For Release '2001109[04 : CIA-RDP80-00679A000200010049-2



Approved For Rajgase '2001109104 : dﬁ&Rsto-ooemA@‘o‘aoom0049-2

ERPLOYER SERVICES DIVISION

Remponsible for providing s comprehensive persennsl relations
and serviess programy partieinates in the development of over-all
porscenel policles, procedurss, stendards snd regulationss provides
personnel cownseling, housing, welfare and financisl services and
operates a comprehiensive ineurance program for Agency personnsl,

Sayvices Branch

Responsible for plaming and udministering programs of empleyee
services and activitiss, such as housing, reereation, say pools,
blood, donor work, fund-raising cempaigns, santrance ou duty orientes
tion, Indebledness courseling, and epproval of lesve; ageists
opsrating offices in ~onvectlon with diseiplinary actions, separs-
tions, removels, ste.p provides secwetarlat services to the Incentive
hverds Comuittee; malntalns lisison with sppropriate officials in
and out of the Agenscy. :

Coumseling Branch

Besponsible for providing ccunseling service to assist Agenny
perscrmel in the solution of personal or job adjustmend problensg
acts in a liaison capacity to assist omployees and their supervisors
in problems luvolving other Agency components such ss the Medical
Office, the Security Offies, the 0ifice of the Comptroller, the
Offica of the General Couneel and the Credit Unionj conducts pree
axit interviews with employess to defermine advisebility and possie
bility of salwagey ewmducts exit interviews with employses to :
determine cause of resignation and to evaluate commenis, sugzestions,
or criticlams which msy be useful in reducing turnover; insures that
suparatlion reports are prepsred, ro-employsbility iz determined and
that clearance procedurss are completed in each ssparation caseg
‘ageertaing informetiom, effects lirisou with other Agency ¢omponents
and sasists femilies, Insofer as possible, in connestion with cases
of 11insss, accldent or deathy cowsele employees on retirement
mattersy conduclts reseurch to compils information im comection
with employss turnover. ' ~ o :

Insurnnce end Cluims Branch

‘Responsible for operating s comprahersive program including
1ife, health and accident, hospite’ization, and eir travel insurance
for Agenoy perscumel sncempassing the lssusnce of insuranee policies,
collection of premiwmms, sdjustment of claims, and lisison with wndere
writers; processes claims subrdtted in sccordance with the provisions
of the Federal Employses Compensatics: Act end Public Lew 110 inm '
comnection with injury or death of Agency amployees; processes redire-
ment claims for service eredit, refund, disability or age retirement
with the Civil Sgrvice Camisslions procespes all cases of Aguney
personnel within the scope of the Missing Persons Act and performs
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EROCESSTHNC: AND REGORDS DITLSTON

S S,

Fsapongible for proces mmr officied pergomel actions and
maintaining official. records of hgeney personnel activities including
paraconel setions, correspondence, applicent snd amployes filesg
participetes in the development of over-zll persomnel nanmiea,
precsdures, standards snd regulations; also responsitle For the
cperation of & senbral processing ssivice for personnel oo srforming
official travel.

Transsetiong/and Records Branch

Easponsible for proCessing all officiel personisl ant tionsy
maintaining all off€izif) percomnel records me:.'mcﬁr' agm Jeant
i:?.l%g amp]cyzaa i"ilm the position inventory ; of

Yk rrathonsg and maintaining el ing mnﬁ-mﬁ@. xfmcx'dm

Lerreanendanne Bracsh

tagponaible for the proparation of ¢ correspondsace o applicants,
aployves, and others requlring rapiiss.

Comtral Processing Eranch

Hesponsible for oporstion of o central pmwssiw ssm'“ﬂm for
parsonnel performing officisl trevei. ’
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CLASSIFICATION AND WAGE DIVISION

.~

Regponsible for providing sn Agency-wide progrem of personnel
service in position classification and wage sdministrationg partisis
pates in the developmend of over-all personnel policies, procedures,
stendards and regulations, allocates Agency and National Security
Couneil positions, develops classification standards and qualifice-
wlon requirements, performs wage administration setivities governing

- ail departmental and field positionsj and provides evaluation
sorvices and guldance pertaining to salaries of various Assocliate
Personnel.

Covert Branch

Responsible for operation of a ¢lesssification and wage
adninistration program including %Zhe conduct of organizationsl
claspification surveys and the alincation of positions in such
components of the Agency as are desaignated by the Assistant Director
for Personnel. '

Responsible for operation of a classification and wage admine
istration program including the coaduct of organizationsl classifie
cation surveys and the allocation of positions in such componenta
of the Agency as are designed by the Assistant Director for Persomnel.

Surveys and Standards Staff

Responsible for planning and directing a program for tha devalop-
uent of eclagsification standards snd qualification reguiremeats for
all Agency positlonsy conducts position analysis surveys on an
occupationsl bezis for this purposa.
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CONFIDENTIAL

MYLITARY PERSONNEL DIVISION

Rnsponsible for providing service in the procurement, assigne
mont, sdninistration and disposition of military personnel detailed
%o tha Agency Irom the Department of Defeamej participates in ths
davelopment of over-all personnel policles, procedures, standards
and regulations; conducts necessary lisison with appropriate
gompenents of the Department ef Defense; snd prepares and maintsins
the necessary records pertaining to militery personnel.
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